
Instructions for Adding Contractor Information on Application Edit. 

1. After you login to Portal, click on My Records 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2. Click on Edit next the Permit where the contractor information needs to be added. 

 

 

 

 

 

 

 

 

 



 

3. Click on Edit next General Contractor to add the required contractor information. 

 

 

 

 

 

 

 

 

 

 



4. Click on Lookup to find the corresponding General Contractor. 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. After the contractor information is added, click on Continue Application. 

 

 

 

 

 

 

 

 

 

 

 



6. Accept the agreement at the bottom of the page and click on Submit Updated information. 

 

 

 

 


